SMALL MUSEUMS
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SMALL MUSEUMS GRARROGRAM WORKSI
Agenda

Welcome and Overview
Debra Fithen- Division of Arkansas Heritage CA Grants Manager

SMGProject Planning/ Priorities / Budgets
Georganne Sisco Old State House Museum Director of Education

Preserving/Storing Documents and Artifacts
Lauren Jarvis- Arkansas State Archives Archival Manager

Resource Management and Energy Audit
Bryan McDade Mosaic Templars Cultural Center- Curator of Collections

Q&A
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SMALL MUSEUMS GRARROGRAM WORKSHOR
Debra Fithen- Division of Arkansas Heritage- CA

Program Goals

Promote education, awareness and enjoyment of
Arkansashistory

Increase ability of community -based small
museums/organization to research, preserve,
present and conserve Arkansas history



SMALL MUSEUMS GRARHOGRAM 2018 Award Winners
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SMALL MUSEUMS GRARROGRAM WORKSHOP
Debra Fithen- Division of Arkansas Heritage- CA

Contract Review

Keep records for three years

Include in all promotions, publicity, advertising and printed materials:

0 T h pragram was made possible in part by a grant from
the Division of Arkansas Heritage, funded by your 1/8 cent
Conservation tax, Amendment75 . 0O

Final Reports - Due by April 30 t
Use Online Portal
Track Expenses and Documentation
Take Photos
Write Letters to Legislators



SMALL MUSEUMS GRARROGRAM WORKSHO
Debra Fithen- Division of Arkansas Heritage- CA

Projects Awarded
FY 2019 19 Awards
FY 2020 33 Awards

Competitive Process

Use Best Practices from Todayo6s Wor ksho
Plan
Prioritize
Preserve
Fiscal Responsibility



SMALL MUSEUMS GRARROGRAM WORKSHOP
Georganne Sisce Old State House Museum

Project Planning/Priorities/Budgets

A Plans: Be succinct, but complete when filling out your plans
and goals.

A Humanities Scholar: The grant application requires a
humanities scholar. If you ask for money to pay for utilities,
you may not need a humanities scholar. You might need an
out side oevaluator o.

A Budgets



Include Annual Utility Costs If You Ask For $$ For Utilities

.‘;};‘g..’,-' 3 Pay/Manage your Questions? Please Page 1
pp a;?gﬁg}t’:;t (iontact ;ﬂ?x&fav 12 Bill Acct. No. Due Date Amount Due
= (1-800-342-5775) 00000-00000 | May 12,2019  $106.62
PPL Electric Uulites M-F: 8am to 5pm
Your Electric Usage Profile Billing Summary (Billing details on back)
Service to: Balance as of Apr 21, 2019 $0.00
CUSTOMER Charges:
123 MAIN ST Total Generation & Transmission Charges $64.66
ANYTOWN, PA 18062 -
Total Distribution Charges $41.96
Meter: 00000001 I
Your next meter reading is on or about May 18, 2019. Total Current Charges $106.62
This section helps you understand your year-to-year IAm“t Due By May 12, 2019 $106.52|
electric use by month. Meter readings are actual unless Account Balance $106.62
otherwise noted.
W20ts 2019 How To Shop For Electricity
= You can choose the company that supplies your electricity.
‘é a5 Visit papowerswitch.com or www.oca.state.pa.us for supplier offers.
§ 36 If you are already shopping, know your contract expiration date.
- Here’s the information you need to shop:
‘i 18 Bill Account Number: 00000-00000 Rate Schedule: RS (Residential)
E 3 Current Supplier: Supplier ABC
o PPL Electric Utilities price to compare for your rate is $0.09559 per kWh.
bFEM oA M L L A S O ND This changes the 1st of June and December.
Manths
Monthly Days KWh Average Average
Comparison Billed kWh/Day Temp. Manage Your Account
Apr 2019 30 698 23 43F Pay Your Bill Online Options (pplectric.com)
Apr 2018 30 734 24 A4F Online: Visit pplelectric.com |- Report an outage/check outage status
— - . Phone: Call 1-800-342-5775 - Make a payment, view your bill and
Billing Period Type Reading Mail: Use envelope provided u_sage history.
Apr 17 Actual 19207 ABP: Automatic Bill Pay (see | - Sign up for alerts.
Mar 18 Actual 18509 back of stub to enroll) |- Enroll in paperless billing, automatic
30 Days KWh Billed 598 Card: MasterCard, Discover, | bill pay, budget billing.
Visa or debit, call - View your rate schedule at:
Yearly Comparison Total Use Avg. Monthly J-BOQ-B?Z-Z‘IB ) pplelectric.com/rates
May 2018 - Apr 2019 10298 858 (service fee applies)
Correspondence:
May 2017 -Apr 2018 | 11208 34 Customer Services, 827 Hausman Road, Allentown, PA 18104-9392

Other important information on the back of this bill =

Return this stub in the envelope provided with a check payable to PPL Electric Utilities.

Bill Acct. No. Due Date Amount Due

Sign up for Automatic Bl Pay 1 65000-00000 | May 12,2019 |  $106.62

PPL Electric Liilides

Amount Enclosed:

IR NEEE

CUSTOMER PPL ELECTRIC UTILITIES
2 NORTH 9TH STREET GPC-GENN1
ANYTOWN, PA 18052 ALLENTOWN, PA 18101-1175




» Overview
FY 2013 Per Diem Hizhlizhts
Per Diem Mobile App
FAQ
Per Diem Contacts
ME&IE Breakdown
Esctors Influsncing Lodsing Rates
Fer Diem Boundaries
Fire Safe Hotels
Per Diem Lock-up

Per Diem Files (Archived)

Calculating Hotel & Meal Rates
Per Diem Rates

Search by City, State or ZIP

For Fiscal Year: | 2019 (Current Year) -

Zelect 5 State -

City (optional)

OR

ap

Search by State

For Fiscal Year:| 2018 (Current Year) =

The Department of Defense sets rates for
Alaska, Hawaii, U.5. Territories, and Possessions (OCONUS rstes]

Vigit DoD aite =

The State Department
setz Foreign Rates.

ERCIENITIN FHTRE S CO

QUESTIONS

Far all travel policy questions,
email travelpolicy@gsa.gov.

Gq:lthe r-ulle
for government
Per Dimm rates

TAX QUESTIONS?

Have a question about per
diemn and your taxes? Please
contact the Internal Revenue
Service at 800-822-1040 or visit
www.irs.gov. G34 cannot
answer tax-related questions
or provide tax advice.

Per diem
Ao

_'-:'l Dmbudhwdﬂh
[XLS

™ EXCEL file
129 KE]

STATE TAX EXEMPT FORMS
Need a state tax exemption
form?

Per OMB Circular A-123,
federal travelers "...must
provide a tax exemption
certificate to lodging vendors,
when applicable, to exclude
state and local taxes from their
hotel bills." G3A's SmartPay
team maintains the most
current state tax information,
including any applicable
forms.

www.gsa.gov/travel/plan




G S A BUYING & SELLING REAL ESTATE POLICY & REGULATIONS SMALL BEUSINESS TRAVEL SHARED SERVICES TECHNOLOGY ABOUT US
Fy

Home = Trawel = Plam & Book = PerDiem Aates = Fer Diem Lock-up

FY 2019 Per Diem Rates for Arkansas

I'm interested in: [ Lodging Rates ] [ Mesls & Incidentals (M&|E} Retes ] [ Flave Zmarch ]

Ho
Lodging by month (excluding taxes) | October 2018 - September 2019

Cities not sppearing below may be locatad within & county far which retes are listed. To determine whet county & city is located in, visit the Netions| Associstion of Counties [NACO) website [ non-federal
webgits] .

B =

Filter Results..

Primary County & ms pee P b o Ap M Ju Jul  Aug  Se
Destination @ oct o Jan = T " "
Standard Rate Applies for all locations without specified rates 554 554 354 394 394 534 394 534 354 534 354 594
Hot Springs Garland 5105 5105 5105 5105 5105 5105 5105 5105 5105 5105 5105 5105

Showing 1 to 2 of 2 entries

=
Meals & Incidentals (M&IE) Breakdown®

Use this table to find the following informetion for fzderal employee travel:
MEIE Total - the full deily emount received for e single calendar day of travel when thet day is neither the first nor lest day of travel.

Breakfast, lunch, dinner, incidentals - S=parate amounts for meals and incidentals. M&|E Tatal = Breakfast + Lunch + Dinner + Incidentals. Sometimes mesl amounts
must be deducted from trip voucher. See Mare Informetion

First & lact day of travel - smount received on the first and last day of trevel and equals T5% of total MEIE.

Filter Recults...
Primary Continental . Incidental First & Last
Destination 6 e M&IE Total Breakfast/Breakfast Lunch  Dinner Expenses Day of Travel &
Standard Rate Applies for all locations without specified rates 455 513 314 523 35 441,25
Hot Springs Garland 561 514 316 326 35 545.75

Showing 1 to 2 of 2 entries

www.gsa.gov/travel/plan -book/pe
rates/per -diem-rates-

lookup/?action=perdiems_report&sta
year=2019&zip=&city=



Calculating Mileage

Arkansas Department of N .
DF Finance and Administration Citizens Busi

Travel Portal

m Travel Portal HOME = TRAVEL PORTAL = FAQS

m Air Transportation

m Credit Cards FAQS

= Travel Forms

= Ground Transportation Reimbursement

= Lodging

VWhat is the current mileage reimbursement rate?
= Mon-State Employees

: « How do | get reimbursed?
m Palicy

« \What are the limits for meals and lodging?
= Resources

= Trip Optimizer « |5 there a maximum amount per meal?

. i i i 7
s B Are receipts for meals and lodging required?

« \What items are not reimbursable?

www.dfa.arkansas.gov/travel -portal/fags#mileage

The State of Arkansas reimburses people $0.42 per mile!



http://www.dfa.arkansas.gov/travel-portal/faqs#mileage

SMALL MUSEUMS GRARROGRANMVORKSHOP
Lauren Jarvis, Arkansas State Archives

Temperature and Humidity

A ldeal setting:
- Temperature 55-68 Fahrenheit

- Relative Humidity at 35 -50%

A This will help prevent nearly all other risks
to the collection

A HOBO monitors, de-humidifiers, humidifiers



SMALL MUSEUMS GRARHROGRAM WORKSI
Lauren Jarvis, Arkansas State Archives

Housing

* Key Words for proper storage:
— Acid-free
— Lignin-free

* Furniture/Filing Cabinets:

— Make sure anything second hand has been
inspected

— Avoid bringing in mold or insects




SMALL MUSEUMS GRARHROGRAM WORKSHOP
Lauren Jarvis, Arkansas State Archives

Storage Options




SMALL MUSEUMS GRARHOGRAM WORKSI
Lauren Jarvis, Arkansas State Archives

Storage Options




SMALL MUSEUMS GRARHOGRAM WORKSI
Lauren Jarvis, Arkansas State Archives

u Where To Find Supplies

u

u

u

www.hollingermetaledge.com/

www.archivalmethods.com/

www.thelibrarystore.com/cateqgory/archival

-supplies

www.universityproducts.com/photo -products

https://www.gaylord.com/

https://www.demco.com/products/library

-supplies



http://www.hollingermetaledge.com/
https://www.archivalmethods.com/
https://www.thelibrarystore.com/category/archival-supplies
http://www.universityproducts.com/photo-products
https://www.gaylord.com/
https://www.demco.com/products/library-supplies
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SMALL MUSEUMS GRARROGRAM WORKSHO
Bryan McDade Mosaic Templars Cultural Center

Resource Management and Energy Audit



SMALL MUSEUMS GRARROGRAM WORKSHOR
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Energy I.I with a
i A New Year
I‘?ﬁ{ i Energy Audit
“
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